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INTRODUCTION 



Employers often tell educators to send them potential employees with strong work 
habits and a good attitude-the same attributes that educators would love to see in their 
students! This book provides high school teachers and counselors with activities to promote 
better work habits and attitudes with their students. Too often, these employability skills 
are a “hidden agenda” in teaching. The only instructional technique we use in teaching 
these skills is nagging: continually reminding students to follow directions, to be on time, 
to turn in their homework, to bring materials to class, to work well in a team, and so on. 

The 12 chapters in this book are based on Ohio’s Employability Occupational 
Competency Analysis Profile (OCAP). The activities can be used to supplement the teaching 
of the Employability OCAP. They are NOT designed to be a complete unit of study, but to 
add to the activities teachers are already using. 

We hope that most of the activities will have appeal to reluctant learners. We have 
tried to reach different learning styles with an emphasis on career development content. 
Some of the activities are written in the same format as Ohio’s Proficiency Tests, and 
address the skills assessed by the Proficiency Tests. This provides students with practice 
in Proficiency skills, and practice with the Proficiency format while learning employability 
skills. 



There is reference to an Individual Career Plan (ICP) and a Career Passport on 
some pages. Many states, including Ohio, have students document career goals and 
educational plans (the ICP), and prepare an exit credential before they graduate (the Career 
Passport). The activities in this book can certainly be used to help students with this 
process. 

Although the activities are organized around Ohio’s Employability OCAP, they are 
designed to be used in a variety of settings. They certainly are not restricted to use in Ohio, 
and could be part of a career development class, an employability class, or used for 
curriculum integration in academic classes. We hope your students will find them helpful 
regardless of the situation in which they are used. 



THE DICTIONARY OF OCCUPATIONAL TITLES 

You need to know how to use resource books to find current career information. The 
Dictionary of Occupational Titles (DOT) is published by the United States Department of 
Labor and includes information about more than 22,000 job titles! This resource is actually 
in two volumes, and can be overwhelming if you don't know how to use it. Use the section 
clues below to help you find the answers in the DOT. 

Master Titles and Definitions 

1. How many years of on-the-job training does an apprentice usually have? 

2. What is the difference between a helper and an apprentice? 

3. How many types of engineers are listed in this section? 



Term Titles and Definitions 

Match the workers below to the industry or correct definition. 



4. 

5. 

6 . 

7. 

8 . 
9. 



_numismatist 
journey worker 
_sawyer 

_brimmer 

_sand hog 

_cartographic technician 



a. construction 

b. maps and charts 

c. hats 

d. rare and old coins 

e. stoneworker 

f. anyone who has completed an apprenticeship 



Occupational Group Arrangement 

The DOT does not arrange job titles alphabetically, like many resources. Instead, it lists them 
in numerical order according to occupational groups. Look up five (5) different occupational 
titles in the alphabetical listing at the end of Volume H. Choose occupational titles that 
interest you. Then find their definitions in the DOT by looking up the number for each 
occupation. List the names of the occupations you selected, the page you found them on, and 
a one-sentence descriptor of each occupation below. 



THE OCCUPATIONAL OUTLOOK HANDBOOK 

The Occupational Outlook Handbook (OOH) is another publication of the United States 
Department of Labor. It contains in-depth information on about 250 occupations. The OOH 
can help you find out more ideas about a career that interests you. 

The OOH is organized by job families or clusters, rather than alphabetically. Use the OOH to 
find out more information about a career of interest to you. Choose a career and look it up in 
the index at the back of the book to find the page it is on. Then answer the following 
questions about your career of choice. 

Nature of the Work : What are five (5) responsibilities or tasks you would have on the job? 



( 



Working Conditions : How many hours a week would you work? Are there any risks or 
special conditions? 



Training. Other Qualifications, and Advancement : What high school courses should you 
take? What other training is required for your job? 



Job Outlook : What is the outlook for your career choice? Why? 



Earnings : What is the average annual earnings? 

Related Occupations : Are there any related occupations that interest you? 



BONUS: What is the DOT number for your career and on what page can it be found? 




TO BE OR NOT TO BE 



1. All year in school, Andrea’s teachers stressed career activities in her classes. Andrea wasn’t certain 
that she was ready to decide exactly what she wanted to do when she graduated from high school. She 
also knew she needed to be thinking about it, and she had some ideas. Soon she would have to revise 
her Individual Career Plan (ICP) and choose the classes she would take next year. She wanted to be 
certain to have the high school credits she needed for whatever decision she made about a career goal. 

2. Even in elementary school, Andrea was interested in drawing. She would often doodle in her 
notebook, and enjoyed creating designs and patterns. In school, her best subject was math-she liked 
being able to find the right answer. She didn’t do as well in her English classes; especially when she 
had to do any creative writing. She liked history and science, but math and art were really her 
strongest subjects. 

3. Andrea’s math teacher talked to the class about a new Tech Prep program in their school. The teacher 
explained that in this program students could prepare for a career in architecture as early as the 
eleventh grade. If Andrea enrolled in the Tech Prep program, she could go to a two-year community 
college and graduate as an architectural technician. She could even decide to go on to a four-year 
college and become an architect. To do this, Andrea needed to take advanced math classes in high 
school, and a full schedule her sophomore year so she would have enough credits to graduate. 

Because a foreign language is a requirement for most four-year colleges, she also had to decide 
whether to take French. 

4. In eighth grade, Andrea toured the vocational school. She really liked the graphic arts program there. 
She saw students working on projects in a lab where they used equipment and computers. She thought 
it would be fun to do actual work projects as a part of learning, and she liked the emphasis on art in 
this program. She would be ready to go to work after she graduated from high school, or she could 
also go on to college or an art school. To do this, Andrea needed to plan her science, health, and phys. 
ed. classes in her sophomore year so she could have the right credits to graduate. She still needed to 
think about whether she would go on to college after she graduated so she could be certain she had the 
right classes for college entrance. 



These seem like such important decisions to make for someone who is fifteen! As her next step, 
Andrea decided to peruse the pamphlets she had about both the Tech Prep program and the graphic 
arts program at the vocational school. She also planned to talk to her math and art teachers, and her 
counselor to help in her decision. She hoped they would give her the names of some students from her 
school in both programs so she could find out more about what they do. Although she probably won’t 
make her career choice this year, at least she will plan what classes to take with as much information 
as she can find. 



erIc 



4 



10 



TO BE OR NOT TO BE QUESTIONS 

1. Which of the following statements best describes the author’s view as presented in this selection? 

A. High school freshmen need to choose specific careers. 

\ 

B. High school students need to think about their career goals and have a plan to reach those goals. 

C. Fifteen-year-olds are too young to make career choices. 

D. High school students need to think about their career goals, and should rely on their teachers 
and counselors to tell them what classes to take. 

2. In paragraph 5 of the selection, peruse means: 

A. throw away 

B. write for 

C. read carefully 

D. ask for 

3. Which of the following sentences is NOT directly stated but is an inference you could make from this 

selection? 

A. The decisions you make about what classes to take in high school will impact what you can do 
after high school graduation. 

B. Tech prep and vocational programs are the best classes to take. 

C. A strong math background is important to most careers. 

D. A four-year college degree is better than a two-year college degree. 



THE TOP 25 

Ohio's Top Private-Sector Employers 

COMPANY EMPLOYEES HEADQUARTERS 

IN OHIO* 



1 . General Motors Corp. 

2. Ford Motor Co. 

3. Kroger Co. 

4. General Electric Co. 

5. Kmart Corp. 

6. Wal-Mart Stores Inc. 

7. AT&T Corp. 

8. Banc One Corp. 

9. Procter & Gamble Co. 

10. United Parcel Service of America Inc. 

11. Chrysler Corp. 

12. Keycorp 

13. Meijer Inc. 

14. The Limited Inc. 

15. Honda Motor Co. Ltd. 

16. Ameritech 

17. National City Corp. 

18. Cleveland Clinic Foundation 

19. University Hospitals Health System 

20. PepsiCo Inc. 

21. JC Penney Co. Inc. 

22. Federated Dept. Stores (Lazarus) 

23. Sears, Roebuck and Co. 

24. Goodyear Tire & Rubber Co. 

25. Timken Co. 



63,200 


Detroit, Ml 


24,000 


Dearborn, Ml 


21,700 


Cincinnati, OH 


18,500 


Fairfield, CT 


17,300 


Troy, Ml 


15,100 


Bentonville, AR 


14,600 


New York, NY 


14,200 


Columbus, OH 


14,000 


Cincinnati, OH 


1 3,400 


Atlanta, GA 


11,500 


Highland Park, Ml 


11,400 


Cleveland, OH 


11,300 


Grand Rapids, Ml 


10,700 


Columbus, OH 


10,600 


Tokyo, JAPAN 


10,600 

V * 


Chicago, IL 


10,100 


Cleveland, OH 


10,000 


Cleveland, OH 


9,200 


Cleveland, OH 


9,000 


Purchase, NY 


8,900 


Plano, TX 


8,600 


Cincinnati, OH 


8,400 


Chicago, IL 


8,400 


Akron, OH 


8,200 


Canton, OH 



Estimated number of employees in full-time equivalents. 
Source: Ohio Department of Development 



THE TOP 25 

READING CHARTS AND GRAPHS 

Use the information from THE TOP 25 chart to answer the questions below. 

How do you know the numbers given are estimates? Give two reasons. 

2. Which of the company’s headquarters is located closest to you? 

3. Circle the statements below that are correct. 



General Motors employees 


> 


Ford Motors employees 


Ford Motors employees 


< 


The Limited employees 


Wal-Mart employees 


< 


General Electric employees 


Meijer employees 


> 


Ameritech employees 


Keycorp employees 


> 


Kroger employees 



4. On a separate piece of paper (or graph paper), create a bar graph that shows the top fifteen (15) 
employers in Ohio and the number of people they employ. 

5. BONUS : What is the difference between a private-sector and public-sector employer? 



HIGHER EDUCATION OPTIONS 



Most careers in the future will require some kind of training or education beyond high school, both to enter the 
job and to keep the skills you need for the job. There are many choices for higher education training. Use 
information from the chart below to complete the diagram. Some boxes have been filled in for you. 



NAME OF INSTITUTION 


TYPE 


LENGTH OF PROGRAMS 


The Ohio State University 


University 


Four Years Plus 


Cuyahoga Community College 


Community College 


Two Years 


Kettering College of Medical Arts 


Technical College 


Two Years or Less 


Malone College 


College 


Four Years 


DeVry Institute of Technology 


College 


Four Years 


ACA College of Design 


Proprietary 


Two Years or Less 


Sinclair Community College 


Community College 


Two Years 


University of Toledo 


University 


Four Years Plus 


Hocking Technical College 


Technical College 


Two Years or Less 


Academy of Court Reporting 


Proprietary 


Two Years or Less 
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HIGHER EDUCATION OPTIONS 
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Female Earnings Per Male Dollar 
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SOURCE: USA TODAY, CENSUS BUREAU. INTER EP RESEARCH 



1. Which women’s age group shows the largest gap between what women earn and what men earn? 
a. ages 35-44 b. ages 45-54 c. ages 55-64 d. ages 65 and up 



2. In comparison to each dollar a man makes, how much less do women earn between ages 45-54 than women 
between ages 15-24? 

a. 32.3 cents b. 34.5 cents c. 34.0 cents d. 23.7 cents 



3. Why do you suppose women ages 15-24 make almost as much as men in that same age group? 



4. What happens to women’s earnings compared to men's after age 54? Why? 



5. What do you think are some reasons that women make less than men do at all ages? 
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GRAPH I: Percentage of All Workers 



57% 


Men 


54% 


Men 


52% 


8: ; ■ 


Women 




Women 


. 48% 


«§■» 




mHhHmK 




; ^ N i ; ;:h , r : ~ 

II ill 



1983 1994 Projected 

2005 

1. Were there more men or women working in 1994? 

2. Which number is increasing? 

a. Percentage of workers who are men 

b. Percentage of workers who are women 



GRAPH II: Types of Workers 



Goods- 

Producing 




Producing 

Workers 

1. There are about 127 million workers in the 
United States. About how many of them work 
in service-producing jobs? 

a. 90 million b. 60 million c. 5 million 
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GRAPH III: Goods-Producina 
Careers 

All goods-producing careers can be divided into 
four types: construction, manufacturing, 
agriculture, and mining. Use the graph to 
answer the question below. 



Manufacturing 



Agriculture 




Construction 



1 . Fill in the correct percentage next to each 
section of the graph. Use the following 
percentages: 64%, 22%, 12% and 2%. 
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"SELLING" YOUR CAREER CHOICE 



Design a tri-fold brochure advertising your career choice. A tri-fold brochure has six panels for you to plan. 

Make certain you have included information about each of the following categories as you lay out your 

brochure. 

1. Skills, interests, and attributes necessary for workers in this career 

2. Education needed to enter this field (Include additional education and/or training needed to remain in this 
career.) 

3. The job outlook (future employment trends) for your career choice (Use resources like the Occupational 
Outlook Handbook for national information, or a computerized career information system for the local job 
outlook.) 

4. A brief description of what the job involves including places where you might work 

5. High school classes needed for this career and/or other training you may need outside of school (For 
example, a person interested in marine biology may need to take scuba diving lessons.) 

6. Wage and/or salary information for your career choice (Try to include the average entry-level pay for 
people in this field, as well as the average earnings for all people in this career and any other information 
you feel is important!) 



Tips for Your Design 

If you have access to a computer, use it to design your brochure. Select type styles and graphics that would 
highlight your career choice. 



OR 

Hand-letter your brochure and design your own artwork. Remember that neatness and correct spelling is 
important. 

A brochure should be attractive. Information for each panel should use up the space well. Pay attention to how 
each panel looks when you design the brochure. 
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DIRECTIONS: 

Many times, while you’re busy doing one thing, more work begins to pile up. It is often necessary 
to prioritize the tasks, in order to work efficiently. If you came back from lunch to the messages 
above, how would you prioritize what needs to be done? When sharing your “Things To Do List,” 
be prepared to defend your priorities. 
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MEMO 



To: All Employees 

From: Ms. Butler, Director of Human Resources 
Date: December 1 
Re: Dress Code 

In an effort to demonstrate to our clients that we believe in our merchandise, the top 
of the line silk suit will now be our new dress code. As of January 1, all employees 
of “Exclusively Exquisite Menswear” will be required to purchase and wear to work 
our merchandise. Due to manufacturer’s restrictions, the employee discount will not 
apply to the silk suits. 



DIRECTIONS: 

The above memo was distributed to all employees last week. The reaction has been 
strong but disorganized. The supervisor has called a company forum to share 
opinions and answer questions about the directive. Each of you will assume the role 
of one of the employees listed below. Before attending the forum, generate a list of 
positive and negative reactions to the memo that are appropriate to your role. 



Roles: (To be assigned randomly) 

Male Supervisor 
Female Salesclerk 
Building Custodian 
Male Salesclerk 
Business Manager 
Chief Executive Officer 
Shipping Manager 



Female Office Manager 

Male Advertising Representative 

Female Communications Manager 

Receptionist 

Administrative Assistant 

Computer Technician 

Warehouse Manager 
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WELCOME TO THE LABYRINTH! 





In order to successfully complete the maze 
that lies before you, 

you will need to exercise critical decision making skills. 
When confronted with a task of importance, 
it is often helpful to look to those 
who have mastered the task before you. 

Using the survey on the following page, 
interview someone that you perceive to be 
a successful decision-maker. 



With the information that you gather in the survey, 
design a challenging labyrinth. 

The decision points are created... find them and 
label them with a question that requires a decision. 
Then create two possible choices. ..one positive; and the 
other, not the best decision. 

Look ahead... be sure to design your labyrinth 
so that only the best decisions will lead to success. 

Be creative... design appropriate consequences on 
the other side of each door! 



Challenge a classmate with your 
a-Maze-ing decision-making skills! 
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Use the survey questions below to interview an employee with strong decision making skills. 



Job description: 



Length of time on the job: 



Describe some of the decisions that you need to make daily: 



Describe some of the long-term decisions that you have made: 



What decisions require collaboration: 



What resources do you consult to help you make decisions: 



Review your notes and mark the decisions as major (M), minor (m), urgent (U), independent (I) or 
collaborative (C). Make use of these classifications as you design your labyrinth. 



O 

ERIC 



17 



24 




ERIC 



18 



25 



Hr 





19 2G 





BUILDING A CAREER 



Invite an architect to visit your class to explain the function of blueprints 
and elevations. As the architect presents information, make a list of 
vocabulary words and phrases used that seem related to the work of an 
architect (e.g. foundation, load bearing walls, structure, etc). Ask 
thoughtful questions as to the meaning of any word on your list that may 
be unclear. These words will build a building. 

Next to each word on your list, write a replacement word that relates to 
building a career (for example, foundation = education). You may have 
more than one replacement word for each architectural word. 

Create a blueprint-like drawing of your career structure. Use your list; you 
may have a double or triple foundation, you may have 17 load-bearing 
walls, you may have several doorways!? 

As you label the parts of your drawing, use a pen for those resources that 
you already have; and pencil for labeling those resources that you will need 
to complete the structure. 

Extension -' What is your plan for acquiring those resources? 
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THE APP LI CANT 



When seeking employment, one is very often trying to get an 
employer to believe in what is offered. . . much like an 
advertiser trying to get the consumer to believe in a product. 

Let’s assume that you are the product and the employer is 
the consumer. If you could be the account manager for 
“ME! THE APPLICANT” you would be responsible for the 
package design, a new jingle, a roadside billboard design 
and a television commercial storyboard promoting your 
qualities as the best ones for the job. 
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To plan a television commercial, advertisers create a storyboard. Each frame below should depict the scenes 
of your commercial for “ME! THE APPLICANT.” In the space below each frame, write the script for the 
actors. (Hint: You might want to use your jingle as the script.) 



\ 
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In the game of life, you are your own coach. Do you have a game plan? Consider your 
talents and strengths to be your team players. Identify your team players on the “X” bench. 
Create a tough opposing team. ..what obstacles will you encounter in the pursuit of your life 
goals? As you identify those obstacles, mark them on the “0” bench. Identify your “Goal” 
line. . .for what are you aiming? What are the rules of the game? How is the game won? 



GOAL: 
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WORKER FOR HIRE 



1. Working with animals has always been an interest of Kelly’s. He has had a pet since he could remember, 
and especially loves dogs and horses. After turning 16, he decided to try to make some money so he could 
buy a used car. He hoped to be able to combine his interest in animals with his need for money. The first 
thing he decided to do was to check the want ads in the newspaper. 

2. He found very few jobs in the want ads that matched his interest in animals. However, he did read one ad 
for a stock person and part-time salesperson at a pet supply store. He was concerned that this would not 
give him any actual time with animals. He clipped the ad anyway, and decided to look in the yellow pages 
of the phone book for other businesses that worked with animals. He found the names of three vets in the 
area. His aunt also suggested that he might want to contact the dog groomer her family used for their pet. 

3. Kelly’ s next step was to write a letter to each of the five places he had identified as possible job sources. 
His letter was brief, but explained his interest in working with animals and his desire for a part-time job. 

He also included a copy of a resume that he wrote as part of his ICP and Career Passport in his English 
class. He included in his letter that he would make a follow-up call to see if any of these employers needed 
part time workers. 

4. After a week, Kelly had heard back from only the pet supply store. The manager sent him a job application 
and asked him to return it as soon as possible. Kelly remembered from class that the job application form 
had to be neat with no errors. He worked carefully on the application, and then proofed it for any mistakes. 
After he sent in the application, he decided to call the other four employers. He told them who he was, 
asked if they had received his letter, and then asked if they might need a part-time worker. One of the vets 
was on vacation and could not be reached and another said his teen-age daughter worked with him. The 
third vet said she really wasn’t looking for help, but would be willing to meet with Kelly if he wanted. 

Kelly arranged an appointment for the following week. When he talked to the dog groomer, she told Kelly 
she didn’t need help now, but would keep his name on file for the future. 

5. The store manager called Kelly two days after receiving his application and set up an interview time. As 
Kelly prepared for the interviews with the vet and the store manager, he made certain he was clean and had 
clean hair. He wore clean and pressed clothes-pants that were not jeans and a denim shirt. He decided he 
would also wear a tie, although he wasn’t certain it was necessary. He made sure he had plenty of time to 
get to the appointments, and arrived about ten minutes ahead of time for each. 

6. Kelly felt both appointments went well. At the end of the interview with the store manager, he told Kelly 
he needed to interview three other people and would let him know by the end of the week. At his appoint- 
ment with the vet, he told her about his interests and how he felt he could help her. She liked Kelly’s eager- 
ness to work, and suggested that he might help her on Saturday mornings. She really did not need a regular 
part-time worker, but could use someone to help her clean the animals’ cages and do other odd jobs once a 
week. Kelly thanked her and asked to think about the offer. He told her he would contact her in a week. 
Although he did not tell the vet, he wanted to know if he got the pet supply job and what his hours might be 
before he decided about working on Saturday mornings for her. 

7. When Kelly got home after both appointments, he wrote a short note to both the vet and the store manager, 
thanking them for their time. He told the store manager he would call him about his status if he did not hear 
from him by the end of the week. He reminded the vet he would call her with his decision within the week. 
He also decided he would call again the vet who was on vacation to see if he needed help. 
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WORKER FOR HIRE ACTIVITIES 



Use the information from what you have just read to complete the following activities. 

1. In each of the seven paragraphs, underline one thing that Kelly did well to help himself find a 
part-time job. In some paragraphs, Kelly did more than one activity. Choose the one that you 
think was most helpful. 

2. Which of the following is NOT a source that Kelly used to locate job possibilities? 

a. relatives or friends 

b. phone book 

c. library 

d. newspaper 

3. Put the following steps that Kelly used in his job search in the order in which they occurred. 



a. Interview. 1. 

b. Make follow-up calls after the interviews. 2. 

c. Complete a job application form. 3. 

d. Locate possible job opportunities. 4. 

e. Send thank-you notes. 5. 

f. Call for interviews 6. 



IT'S ALL IN THE APPLICATION 



Below are sections of an actual job application form. Follow the directions for each section. 



1. Begin by completing the following personal information section. 


SOCIAL SECURITY NO. 




LAST NAME 


FIRST NAME M.I. 


STREET ADDRESS 


CITY 


STATE ZIP CODE 


COUNTY 


HOME PHONE: AREA CODE ( ) 


(OPTIONAL) WORK NUMBER ( 


) 



2. What does the word OPTIONAL mean next to WORK NUMBER? 

a. List it only if you have a job. 

b. You can choose whether or not to list it. 

c. List your parent or guardian’s work number. 

d. List the number of the place you want to work. 



3. Check the box that shows you 


ARE YOU INTERESTED IN: YES NO 


want a 40-hour-a- week job. 


FULL-TIME PERMANENT work? | 


□ □ 




PART-TIME work? | 


□ □ 




TEMPORARY work? | 


□ □ 




INTERMITTENT work? | 


□ □ 




SUMMER work only ? | 


□ □ 



4. In the fourth choice above, what does the word INTERMITTENT mean? 

a. Work outside only. 

b. Work afternoons only. 

c. Work that is not on a regular schedule. 

d. Work for minimum wage. 
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5. Complete this section on Education and Training. 

Total number of years of education, including primary school: 

Highest academic degree or level attained: 

Name and address of school, college or university where degree attained: 

If no degree, last school attended: 

In the area below, please describe briefly any additional information or special qualifications you have 
for the position(s) requested. Include special machines or equipment you operate, hobbies which have 
taught you qualifying skills, etc. 



BONUS : Some applications must be notarized before you return them to the employer. What does this 
mean? Where would you go to find a notary public? 



O 

ERIC 
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SAMPLE RESUME 



A resume should ALWAYS be done without any errors. Use your editing skills to find at least ten spelling 
and punctuation errors in the resume. 



JUSTIN BLACKWELL 
231 N MAIN STREET 
PORTSTOWN OHIO 45000 
(330) 555-1236 

Objective: TO FIND ENTRY-LEVEL EMPLOYMENT THAT WILL ALLOW ME ON-THE -JOB 
TRAINING TO MOVE INTO A MANAGEMENT POSITION. 

Professional Experience 

Kroger Company, Portstown, ohio July, 1997 to Present 

BAGGER. Use correct methods to put grocerys into customars bags. Locate grocery items for customers 
who forget something, work with the cashear. 

McDonalds, Portsstown Ohio May, 1996 to MARCH, 1997 

FOOD SERVER AND COOK. Worked as a fry cook. Responded to orders from the cashiers. Taken 
customer’s orders at the counter. Was polite and friendly, even to rude customers. 

Education 

1994 to 1997, Central High School, Portstown, Ohio 
High School diploma 

Organizations 

1996 to 1997 

Business Professionals Of america 
Central High School chapter 
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KNOWING 

THE BEST 

ANSWERS 




There are common interview questions that employers ask that are often difficult to answer. If you think about 
these questions ahead of time, they may be easier to answer in the interview. Work with a partner. Decide on 
the BEST answer you could give to these questions, and the WORST answer. Either write your answers on this 
sheet, or record them on tape. Compare your answers in class. As a class, decide which single answer is best 
for each question and which single answer is the worst. 

HOW WOULD YOU DESCRIBE YOURSELF? 

Best Answer: 



Worst Answer: 



WHAT ARE YOUR GREATEST STRENGTHS AND WEAKNESSES? 
Best Answer: 



Worst Answer: 



WHY SHOULD I HIRE YOU? 
Best Answer: 



Worst Answer: 



I SEE BY YOUR TRANSCRIPT YOU HAVE MISSED A LOT OF SCHOOL. CAN YOU EXPLAIN WHY? 
Best Answer: 



Worst Answer: 
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GET IN THE HABIT 



People are most often fired from jobs because they don’t have the right work habits. Employers want 
employees who are on time, ready for work, able to work in a team and get along with others, willing to follow 
directions, and who will do a little more than what is required of them on the job. Discuss other work habits 
that employers are looking for with your class. Then design a poster, display, or bulletin board that would 
promote a good work habit. Think about a slogan or phrase to use with your artwork. A good visual will catch 
the reader’s eye, so make your display as attractive as possible. 
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